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QUICK QUOTE

GETTING STARTED

eVA

GETTING STARTED

The Quick Quote application gives vendors an opportunity to respond electronically to
informal solicitations by state and local buyers. Typically, the Quick Quote application is
used for purchases where competitive bidding is required.

Access Quick Quote
Only eVA registered vendors can review Quick Quote requests online and enter responses.

The Quick Quote Vendor List

The Quick Quote vendor list is automatically created for the buyer from registered vendors
based on a match between the Commodity Code and Service Area on the request with
vendors who have the same values on their registration account.

If you are registered at the Premium service level, you will receive notification for all
requests that match your commodity codes and service areas. If you are registered at the
Basic service level, you can be removed from the Quick Quote Vendor List at the buyer’s
discretion even if the request matches your commodity codes and service areas.
Additionally, buyers can add ad hoc vendors to the list.

Vendors on the list are notified by email or fax of the request so they can respond to the
Quick Quote request through their eVA account.
Vendors Not Registered in eVA

If you are not an eVA registered vendor but have received an invitation to respond to a
Quick Quote request, you can register your business online and then access the request as
a registered vendor.

To register, go to http://eva.virginia.gov and click the SIGN-UP tab. Click the Register

your company as a Vendor link.

SWAM HOME SWAM BUYER VENDOR BILLING PORTAL |SIGN-UP EVENTS
BUYER ¢ Register for a Login & Password : =
eVA Registration!

VENDOR SwWAMfest IL
BILLING E]l choose your type of Registration Moy, NoGaEay 57006
SIGN-UP . - .

Register youpcompany as a Vendor .
eVA TRAINING ‘h - eVA Spotlite

=Contact your procurement office

™ Regls er a5 g
(State Agenc nghsr S cation)

Buy A State Flag
Order a variety of US and
Virginia state flags in our
public online store.

VIP TRAINING
® Register as a Buyer far Local Govermment

ARIBA SUPPLIER

Procurement
Forum 2006
Nov. 12 -15

Register 5 Million  Items
m A ee3 @ 1 Million Orders
- . covrafit} $10 Billion Spent
NIGP Code Look Up MIT Go l “Beost in Brosd” Prestigh i Cronin Gold
Trailblazer Award Innovatar in Techn .:::n Gotd Amard m.;",,’:'ﬁm",d awiard. eVA Tools

eVA Customer Care: Phone: 866-289-7367
Email: gVACustomerCare@dgs. virginia.gov

Nationally Acclaimed

k8 More...

Watch eVA Grow

I1 1 Monthly chart [
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QUICK QUOTE
GETTING STARTED

eVA

Click the eVA Online Registration link.

SWAM

BUYER

VENDOR

BILLING

SIGN-UP

eVA TRAINING

VIP TRAINING

HOME SWAM

<< Back

BUYER VENDOR

BILLING PORTAL  |SIGN-UP

v Register for a Login & Password

Vendor Registration

Preparing to Register

‘¥ print this guide to help you

Registration Quick Guide
through the registration.

Do you have a Duns Unigue number needad to identify

EVENTS

SWAMfest IT

Monday, November 6, 2006

. Virginia Institute
of Procurement

ARIBA SUPPLIER

each of your business locations.

Number?

2006 Schedule

1l

Pz

3. Lookup your Commadity Y jumbering systam used to
4.

Procurement Codes indicate the goods/services you sell. @ More...
. Forum 2006 Are you a SWAM Vendor? ¥ Small, Woman or Minority Ovned
{Learh ko) businesses can be certified and obtain
Nov. 12-15 special status == = Preferred Vendor. Watch eVA Grow

I1 I Monthly Chart [,
5 Millien  Items
1 Million Orders
%10 eillion Spent

[ Registering with eva

NIGP Code Look Up eVA Online Regist ® Paper Registration (PDF)
R PR A eVA Tools
Reqg ST == e
- :
I S e fonkUn Add Mew Location (PDF) 983 Catalo.gs B
Recommended Browsers ® Registration Questions ks Agencies By
R i e A i 9 492 Localities  [Ey

DPS WEBSITE . 32,482 Vendors [

9,121 eVA Users

General Questions

ELF ESE RVICE

Welcome to eVA
Virginia's Total e-Procurement Solution

Registered Users
+ Account Maintenance
+ Respond to Quick Quotes
+ Respondto IFBs or RFPs

« Activate paper registration
« Reactivate Account

userName: [ |
Password: [ |

Log

Public Access

» View Posted Solicitations'- Log in NOT
Required for View ONLY

« View Award Notices

« \iew vendor-to-vendor solicitation
comments

Forgot Your Password? Click here

[f User Name was created prior to 1/6/2003, you must
reactivate your account.

Not sure? Click to access the Vendaor Information Center
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eVA QUICK QUOTE

GETTING STARTED

On the Registration Requirements page, click the Continue button and follow the
subsequent instructions to complete the registration for your company.

' / “‘% C ]I"'\ e Ariba Home  Help  Accessibility  Logouf

ne, Guest User Business Opportunities  Vendor Registration Vendor Bulletin Board

AMS ADVANTAGE

Registration Requirements

help & advice

Already registered? Click rere o login. Otherwise, continue below.

Assemble the following information before continuing:

Infarmation on each location (first location entered will be considered the Headquarters)
Tax D Mumber

Legal Business name that buyers will recognize

DUNS Mumber

Afree numberisssued by Dun & Bradstreet for each business location

50 t0o www dre.com ta obtainiverify your free number

Indicate that you are doing business with a Government entity

& Caontact Information (name, address, email, phone and tax)

Registration Administrator (person responsible for your account)

Ordering

Salicitation

Invoice (Billing)

« Commodity Code

o Codes describing your products and senvices

o to pre-search go to Vendor Information Center

L ]
]

[}

=]

o000

A

Questions? Click to access the V Information Center
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QUICK QUOTE eVA

GETTING STARTED

eVA Registered Vendors

Log in as a registered vendor from the eVA website, http://eva.virginia.gov in the Vendor
Login section.

SWAM HOME SWAM BUYER  VENDOR  BILLING PORTAL  SIGN-UP EVENTS

e ——— 1 o
BUYER rWelcome to evAl

=4 VENDORS & BUYERS, join us all this week for our live webcast. Mon. thru Friday
CE s from 12:00 -1:00. This weeks topic: NEW UPDATES IN QUICK QUOTE (Detailz) SWAMfest IT

BILLING E] Ql.IiCk Links Login Monday, November 6, 2006
SIGN-UP

eVA TRAINING ® What is eVA? eVA Spotlite

#® State Contracts . Virginia Institute
*® Solicitations & Awards of Procurement

VIP TRAINING

ARIBA SUPPLIER ® Future Business Opportunities
# Billing & Payment Portal ("Customer Care Invaice Explanation”) 2006 Schedule
Procurement ® oA Dashboard (= More...
. Forum 2006 *® Procurement Directory

Nov. 12 -15 #® | ocal Government & Public Schools
I1 I Monthly Chart [

5 Milion  Items

Buyer Login /] Vendor Login 1mMillion  Orders

NIGP Code Look Up Username [ | Usarname $10 Billion Spent
UNSPSC Code Look Up T 983 Catalogs [y
Recommended Browsers 171 Agemf:\.eﬁ %e
Moo i it 492 Localities [

Ezssword Problems? Click here

DPS WEBSITE

32,482 Vendors [,

Click Business Opportunities (VBO) from the Vendor Self Service homepage.

Home  Help  Accessibility  Logout

I " e ~

unt Maintenance  Vendor Bulletin Board

Welcome, LA Stores

AMS ADVANTAGE

Welcome to the eVA Vendor Portal

As aregistersd user atthe eVA vendor Portal, you can:

ties (VBO) - Allows you to search the current epportunities available to sell your goods or services to our arganization or to

buy our surplus ithds.

My Responses - view, edit, or check the status of your responses to electronic Solicitations

Account Maintenance - update your information or add addresses, commodities andfor locations.

Vendor Bulletin Board (BBS) - view vendor-to-vendor solicitation comments.

Click the Quick Quote link to view Quick Quote requests in a new window.
'I I\“\'\ N CE Ariba

unt Maintenance

Heme Help Accessibility

Welcome, LA Stores Vendor Bulletin Board

~ Business Opportunities
e Business Opportunities

help & advice

This section provides access to the information about the various business opportunities currently availahle.

+ Solicitation Search SELL your goods or services through the solicitation process.

. QLic{tQLote RESPOND to Quick Quote Invitations.
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eVA QUICK QUOTE

CURRENT REQUEST LIST

CURRENT REQUEST LIST

The Current Request List in Quick Quote shows you the requests to which you have been

invited to respond.

Current Request List

Current Request List

Past Request List
Qo -FaQ @ m Use this page to view outstanding Quick Quote requests. To view a request, select Request 1D link.

00 - User Guide i

Mumber of Requests to show per page: I:I-0 -

i

EvA001 QQ001126 August Week 4 08/01/2006 08/21/2006 03:00 PM 30 iszued 0]
EVADDL QOQ001125 August Week 3 08/01/2006 08/14/2006 03:00 PM 30 izzued 0]
EVAQDL QO001124 August Week 2 08/01/2006 08/07/2006 03:00 FPM 30 iszued 0
EvVADDL QQ001123 August Week 1 08/01/2006 03,/01/2006 03:00 PM 30 izzued 1
There are two statuses for current requests:
Status Definition
issued A request has been submitted by a buyer and the response date has not passed. Vendors can respond

to these requests. Vendor responses can be viewed by the buyer.

canceled An issued request that has been canceled by the buyer

Each row shows a single request with these columns:

e Request ID (includes link to request details and your responses)
e Request Title
e Received Date
e Response Due Date (EST/EDT date & hour)
e Bid Valid (number of days)
e Status
e Responses Submitted (by all contacts from your company; initially 0)
Version 7 Quick Quote Vendor User Guide (26-0004) Page 5
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QUICK QUOTE
VIEW A SINGLE REQUEST

VIEW A SINGLE REQUEST

eVA

From the Current Request List, you can respond to any request in issued status. To create a

response, click a request link in the Request ID column.

Current Request List

Current Request List
Past Request List
Q0 - FAQ &

00 - User Guide i

m Use thiz page to view cutstanding Quick Quote regquests. To view a request, select Request 1D link.

Mumber of Requests to show per page: |10 -

¥

EvVAODL QQDU%EL August Week 1.5 08/01/2006 03/02/2006 12:00 PM 30 izsued o
EVADDL 0o 6 August Week 4 08/01/2006 03/21,/2006 03:00 PM 30 issued o
EVADDL 001125 August Week 3 08/01/2006 03/14/2006 03:00 PM 30 izsued o
EvVADDL 001124 August Week 2 08/01/2006 03/07,/2006 03:00 PM 30 issued o

Request Header Information
After you click a Request ID link, the Request Header Information page displays.

This page centains the header information for the Quick Quote Request. To view a specific item frem this request, select the link for the
item below. To edit a previous response, select the link for the response you wish to edit. To create a new response, click the "Create
Mew Response” butten at the bottom of the page. Select "Cancel” to leave thic request and return to the Request List page.

Request Header Information - August Week 1.5

i

Create New Response
Current Regquest List
Past Reguest List

00 - FAQ A
0 - User Guide &

Regquest Header

Buyer Agency:

E136VITA - Virginia Information Technology Agency - EZE

Buyer Name:

E136 Admin

Buyer Phone #:

1234567891

Buyer Email:

system_test@hotmail.com

Request ID: EVAOD1_0QQO01131
Request Title: August Week 1.5

Status: izsued

Received Date: 038/01/2006

Response Due Date: 08/02/2006 12:00 PM

Bid Valid {Days): 30

Service Area: 10 View Service Area Map M View Service Area Table i
Award Method: Line

Comments: none

Special Terms and Conditions:

Attachments:

none
eVA Std Terms and Conditions.htm & No

Reguest Items
Itemn 1. Bolts &

Item 2, Fencing &

You have not submitted any responses to this reguest,

Page 6
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eVA

QUICK QUOTE

VIEW A SINGLE REQUEST

The fields on this page include:

Field

Description

Buyer Agency

The code and description identifying the buyer’s organization.

Buyer Name

The name of the buyer generating the Quick Quote request.

Buyer Phone #

The telephone number of the buyer generating the Quick Quote request.

Buyer Email

The email address of the buyer generating the Quick Quote request.

Request ID

The system-generated number for the request.

Request Title

The custom title for the request entered by the buyer.

Status

The current status of the request (issued/canceled/awarded).

Received Date

The date the buyer submitted the request.

Response Due
Date

The request is open until this date and hour (EST/EDT). You can submit as many responses as
you want until the hour of the Response Due Date passes. You can also edit or delete previously
submitted responses.

Bid Valid (Days)

The number of days your prices are to remain valid.

Service Area

You received the invitation to respond because you have registered to serve the service area on
the request. The Statewide service area is always included.

Award Method

The buyer will specify the award method (Line Item, Lot, or Grand Total) the buyer will use to
select the winning quotes. If the method is by Lot, the buyer has grouped line items into Lot
numbers.

Comments

Buyers can provide comments for the entire request at the header level. This field is optional, so
it might be blank.

Special Terms
and Conditions

Buyers can indicate special terms and conditions for the entire request in the request header.
These T&Cs are in addition to the standard eVA Terms and Conditions document that is always
attached to the request header.

Attachments

Select the attachment link to view and save the attachment to your computer. Your computer
must have the software to view the attachments, such as Adobe Acrobat Reader, a word
processor (Microsoft Word), or a spreadsheet application (Microsoft Excel).

Request Items

A separate link is provided for each line item of the request.

Line Item Details

The Request Items section below the header information displays a list of items that the
buyer is requesting.

Click a link in the Request Items section to view the details for that item.

Reguest Items

Item 1, Bolts &
Item 2, Fg iing &

Create New Response |
Cancel |
Version 7 Quick Quote User Guide - Vendor (26-0004) Page 7
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QUICK QUOTE eVA

VIEW A SINGLE REQUEST

The line item details open in a new window. Click the Next button to view additional line
items. Click Cancel to close the window.

Ship To:

Comments:

Attachments:

E| Thiz page contains detail Request Item information. Press "Cancel” to return to the Request Header.

Request ID: EVAO01_QQO01131
Item ID: 1

Item Description: Bolts

Quantity: 12

Unit of Measure: ea

UDOM Description: each

NIGP Code: 32020

NIGP Code Description: Bolts, Steel

Need By Date: 08/31/2006

Special Terms and Conditions: nones

‘Next | Cancel |

E136 West Palm Beach
23 West Palm Beach, Richmond, VA, 24011

none

MNC ATTACHMENTS

N | Cancel |

The fields on this page include:

Field Description
Request ID The Quick Quote ID number of the Request to which the item belongs.
Item ID The sequential number of the item. Each line is automatically numbered.

Item Description

The buyer’s description of the product to be purchased.

Quantity

The amount of the item needed.

Unit of Measure

The unit of measure of the item requested.

UOM Description

The long description of the unit of measure.

NIGP Code A commodity code that the buyer selects to classify the item.

NIGP Code The standard NIGP description associated with the selected NIGP Code.
Description

Need By Date The buyer wants to receive the item by this date.

Ship To Ship the item to this address.

Comments Additional information provided by the buyer for the line item requirements.

Special Terms
and Conditions

Any special terms and conditions specified by the buyer for this particular item.

Attachments Select the attachment link (if applicable) to view and save the attachment to your computer.
Your computer must have the software to view the attachments, such as Adobe Acrobat Reader,
a word processor (Microsoft Word), or a spreadsheet application (Microsoft Excel).

Page 8 Quick Quote Vendor User Guide (26-0004) Version 7
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eVA QUICK QUOTE

RESPOND TO A REQUEST

RESPOND TO A REQUEST

To respond to the Quick Quote request, click Create New Response from the Request
Header Information page.

Regquest Items
Item 1. Bolts &

Item 2. Fencing &

You have not submitted any responses to this request,

Response Header

Your response begins with the Response Header page that includes the following
information from your registration:

Vendor Name
Contact Name
Phone Number
Email

Fax Number
Ordering Address

Response Header I

Response Header

Itern 1 The Response Header contains general information about the response, A Respanse 1D is generated by the Quick Quaote system when a
E new response is submitted, NOTE: Responses will not be saved and displayed to the buyer until the Response is complete and has been

Respanse Sumnmmary subrnitted at the Response Review page. Mote: Asterisk (*) indicates required field.

Return to Request Yendor Name: Office Suppliss
Current Reguest List Contact Name: Linh Au

00 - FAQ Phone #: 703-123-4567 Ext:

00 - User Guide Email: systermn_test@hotrnail.com
Fax #:
* Response Title: Office Supplies Co. response to June Misc, Supplies
Ordering Address: 4050 Legato Rd. Fairfax, WA 22033

We guarantee the lowest prices
Comments;

Attachments: NO ATTACHMENTS

| Manogg ftachments |

[Next | Summary | | Cancel |
Enter the following information at the Response Header:
Field Required? Description
Response Title Required Enter a title for your response.
Comments Optional Enter any comments you want displayed with the response header.
Attachments Optional List of attachments that you have added to the response.
Version 7 Quick Quote Vendor User Guide (26-0004) Page 9
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QUICK QUOTE eVA

RESPOND TO A REQUEST

Add an Attachment

Click Manage Attachments to attach a file to the response header.

Follow these steps to add file attachments:

1.

i b wn

Click Browse to find the file you want to attach.

Select the file you want from your browser’s Find or Open dialog box.
At the Attachments page, click Attach File.

Repeat this process for additional attachments.

Review the list of attached files. You can remove unwanted attachments by clicking the
Delete link next to the file name.

If you want to designate the file as Proprietary and Confidential, select the checkbox
next to the file. This tells the buyer that the file cannot be published to the public.

Click Done to close the Attachments page and return to the Response Header page.

ESEREeee Attachments

Response Header

Item 1 Done

Item 2

Step 1: Click Browse and select a file.
Besponse Summary

_ If you do not see a "Browse"” button, your browser does not support attachments.

Return to Reguest

Current Reguest List | |[ Browse._ ]
Q0 - FAQ &

Q0 - User Guide i Step 2: Click Attach File. _

Repeat steps 1 and 2 to attach maore files.

Step 3: Change Proprietary and Confidential settings as necessary.

‘pdf)‘-\ttac:hment pdf | Delsete ‘

Delete ‘ F

¥z Attachment.xlzs

Step 4: Click Done when vou are finished.

Q\[h_n'}g

I%j Do not attach files larger than 4 MB. Buyers might not be able to access large files
because of firewall or server restrictions.

Page 10 Quick Quote Vendor User Guide (26-0004) Version 7
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eVA

QUICK QUOTE
RESPOND TO A REQUEST

At the Response Header page, you will see the Attachments section that lists the names of
the attached files and indicates if the file is Proprietary and Confidential. You can review the

attachments by clicking the file name in the Attached Files column.

Click Next to continue your response.

(Next | Summary | Cancel |

Response Header

Response Header

The Response Header contains general information about the response. A Response ID is generated by the Quick Quote system when a
m new response is submitted. NOTE: Responses will not be saved and displayed to the buyer until the Response is complete and has been
submitted at the Response Review page. Note: Asterisk (*]) indicates reguired field.

Item 1
Item 2
Respanse Summary

LA Stores 1
LA Stores

Vendor Name:

Return to Reguest Contact Name:

Current Reguest List Phone #: 703-414-2006 FExt:
00 - FAQ | Email: systemteststl@gmail.com
Fax #:

00 - User Guide &

* Response Title: LA Stores 1 response to August Week 1

Ordering Address: 414 Headquarter Rd. Fairfax, WA 22033

Comments:

Attachments:

£t Attachment.pdf 8 Yes | Manage Atachments |
xls Attachment.xls & No

Response Item
The first Response Item page opens.

_ Provious | Next Summary | Cencel |

Response Item 1

Response Header
ltem L Use this page to respond to a Request Item. Select the Request Item link to view details for the item. If you do not wish to respond to this

Item 2 item, select "No Bid". By selecting "No Bid", you will lose any information that you may have entered on this screen.

Response Summary

View Request Item 1 Details &

Do you wish to respond to Item 1?

Return to Request

Current Reguest List
Q0 -Fao &

Item ID: 1

E&g,H%%’RG”iS&F * Vendor Part Num: Delivery is F.0.8. destination unless otherwise designated.
Current Reguest List * Unit Price: Price will be rounded te 10 digits after the decimal.
o “ Quantity:
LEN JFFUIE&F * Unit of Measure: ea Look up Units of Measure &
Lurrent Reguest List UOM Description: cach
00 - FAQ & * NIGP Code: 32020
R&J{Hﬁrfuiﬁg NIGP Code Description: Eolts, Steel
Current Reguest List

rAGH Comments:
RSurh e ReF * Delivery Date: [august & [15 & [2008 ¥]
SnEn s Delivery Date Selected: 05/15/2005 |
00 -FAQ &

E136 West Palm Beach

Ship To: "
B 23 West Palm Beach, Richmond, va, 24011

- zer Ghige &
* Brand Name:

* Short Name: Bolts

* Description:

‘ Lead Time:

l:| Calendar Days After Receipt of Order (2RO)
@ves Ono
NC ATTACHMENTS

Met Specs?

Attachments:

[ Manage Attachments |
_ Previous | Next | Semmary | Cencel |

Version 7 Quick Quote Vendor User Guide (26-0004)
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QUICK QUOTE eVA

RESPOND TO A REQUEST

For each Response Item, the default value for the Do you wish to respond to Item #?
field is Yes. If you do not want to bid on this item, select No Bid from the drop-down list.

Most of the fields on this page are already filled out based on the buyer’s conditions. The

fields are:

Field Required Description

Item ID Required A system assigned identification number for this item.

Vendor Part Required Initially shows an asterisk (*). If the item has a part number, delete the asterisk and

Num enter the number. Otherwise, do not delete the asterisk. Cannot exceed 20 characters.

Unit Price Required Enter the price per unit.

Quantity Required The buyer has specified a quantity for the Unit of Measure selected. You might need to
change the quantity, especially if you have changed the Unit of Measure. Must be
numeric.

Unit of Required The buyer has specified a unit of measure. You can change it. To review the list of valid

Measure units and their descriptions, select Look up Units of Measure.

UOM Required The description of the Unit of Measure field. The system generates the description

Description based on the value on the Unit of Measure field.

Comments Optional Enter comments to provide the buyer with additional item information, such as a link
(URL) to your web site. This field is text only (not HTML), so the buyer can copy/paste
your web address into a browser. Cannot exceed 255 characters.

Delivery Date Required The buyer’s Need By Date is shown. You can change this field by selecting the month,
day, and year the item can be delivered to the buyer.

Brand Name Required Initially shows an asterisk (*). You can delete the asterisk to specify a brand name.
Otherwise, leave the asterisk. Cannot exceed 50 characters.

Short Name Required The buyer has entered a name or brief description for the item. You can change this
field. Cannot exceed 50 characters.

Description Required The buyer has entered a long description. You can add to or change this field to describe
your product/service. Cannot exceed 255 characters.

Lead Time Required Enter the number of days after you receive an award that you need to deliver the

(days) product/service. Must be numeric.

Met Specs? Required Initially shows Yes. If your product/service does not meet specification requirements,
select No.

Attachments Optional Select Manage Attachments to open a dialog for selecting files to attach to the line

item. Follow the same instructions given for the Response Header.

Review the data you have entered, then:

e Click Next to respond to the next item. If there are no other items, the Response
Summary page displays.

e Click Summary to go directly to the Response Summary page. If you skip other items,
they will show as a No Bid response.
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Response Summary

At the Response Summary page, review the information for the Response Header and the
Response Items sections.

Response Summary I

Response Header

= This page contains a summary of the Response. Select "Submit” to submit the Response. Select "Cancel” te leave this response without

Item 2 =aving and return te the Request Summary page.
Response Summary

Response Header
Return to Request

Current Reguest List Vendor Name: LA Stores 1

QQ - FAg & Contact Name: LA Stores
QQ - User Guide & Phone #: 703-414-2006  Ext:
Email: systemteststl @gmail.com
Fax #:
Request ID: EVADOD1_QQO01124
Response Title: LA Stores 1 response to August Week 1
Ordering Address: 414 Headguarter Rd. Fairfax, VA 22033
Comments:
Aached Files  Proprietary and Confidential
Attachments: pdf Attachment.pdf & Yes
xle Attachment.xls & No
Item ID: i
Vendor Part Num: *
Unit Price: $200.00
Quantity: iz
Unit of Measure: ea
UOM Description: each
NIGP Code: 32020

MIGP Code Description: Eolts, Steel

Total Price: $2,400.00
Comments:
Delivery Date: 08/15/2006

E136 West Palm Beach

Sip T 23 West Palm Beach, Richmond, V&, 24011
Brand Name: *
Short Name: Bolts
Bolts
Item Description:
Lead Time: 0 Calendar Davys After Receipt of Order (ARO)
Met Specs? Yes
Attachments: MO ATTACHMENTS
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On this page you have three options:

e Click Previous to return to the previous page to edit any information.

¢ Click Cancel to quit the response without saving and return to the Request Header
Information page.

e Click Submit to send the response to the buyer. A Response Completed confirmation
page appears with the Response ID and a Return to Current Requests List link so
you can view other Quick Quote requests.

Response Completed

Eeturn to Request

Current Request List A new response with Response ID (EVADD]1_QQO00468_RESP_1) was successfully created. Email
00 - FAD notification was sent to systerm_test@hotmail.com.

Return to Current@eguests List

Edit or Delete a Response

You can edit or delete an electronic response if the request has not closed (that is, the hour
of the Response Due Date has not passed).

Q0 - User Guide

Edit a Response

From the Current Request List, select the link in the Request ID column that contains the
response you want to edit.

Current Request List

Current Reguest List
Past Reguest List
00 - FAQ & m Use this page to view ocutstanding Quick Quote requests. To view a request, select Reguest ID link.
00 - User Guide

Mumber of Requests to show per page: |1U -

¥,

EVAODL Q0001126 August Week 4 08/01/2006 08/21/2006 03:00 PM 30 issued a
EVAQDL QOO001125 August Week 3 08/01/2006 08/14/2005 03:00 PM 30 issued a

EVADDL %@@01124 August Week 2 08/01/2006 08/07/2006 03:00 PM 30 izzued 1

Click the Response ID link on the Request Header Information page under the Responses
Submitted section at the bottom of the page.

Request Items
Item 1, Bolts &

Item 2, Fencing &

Responses Submitted
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Edit the response using the same steps you used for creating a new response. When you
are finished, go to the Response Summary page to submit the edited response to the buyer.

Only the last submitted version of the response is shown to the buyer. The buyer will no
longer see earlier versions. Other responses from your company might still be available.
They are shown under the Responses Submitted section.

Delete a Response

From the Current Request List, select the link in the Request ID column that contains the
response you want to delete.

In the Responses Submitted section, select the Delete Response button next to the
response you want deleted.

Reguest Items
Item 1, Bolts &
Itern 2, Fencing &

Responses Submitted

EVADOD1 QQ001124 RESP 1 #l

_ Create New Response
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PAST REQUEST LIST

After the Response Due Date of a request has passed, the request moves to the Past
Request List and vendors can no longer submit responses. Requests are first seen on the
Past Request List with a status of closed. When a buyer takes an action towards the
request, its status will change accordingly.

Past Request List

Current Request List

Past Request List
00 - FAO® [i] use this page to view the history of Quick Quote Requests for which the response due date has passed.

00 - User Guide &
Vendor 00 Quick
Guide &

Number of Requests to show per page: |10 Search

RequestID © Request Title Received Date Response Due Date Bid Valid Status Responses Submitted
EVAOOL 009550 Contact Buyer Change 10/28/2009 10/28/2009 05:00 PM 30 closed 0
EVAOOL 009543 closed 10/16/2009 10/16/2009 03:00 AM 1 contact buver 0
EVAOOL 009542 bids opened status because bid tab is published 10/16/2009 10/16/2009 03:00 AM 1 contact buver 0
EvAO0L 009541 bids opened status because an award has been generated 10/16/2009 10/16/2009 03:00 AM 1 contact buver 0
EvAOOL 009534 CSPL-1120 10/13/2009 10/13/2009 06:00 PM 30 bids opened 1
EVAOOL 009529 QQ 3-1/ Step 18 10/12/2009 10/12/2009 02:00 PM 30 awarded 2
EvAOOL 009514 Script 4-2: award (manual award checked) 10/07/2009 10/07/2009 02:00 PM 30 awarded 0
EVAQOL QQO009513 Script 4-2: no award 10/07/2009 10/07/2009 02:00 PM 30 no award [
EVAQOL QQO009512 bids opened (award generated) 10/07/2009 10/07/2009 02:00 PM 30 bids opened 1
EVAQOL QQO009511 Script 4-2: bids opened (published) 10/07/2009 10/07/2009 02:00 PM 30 bids opened 0
Mext |

There are five statuses for past requests:

Status Definition

closed The buyer has not taken any award action toward the request

bids opened The buyer has not taken any action toward the request and has published the Bid Tabulation
Summary for vendors to view
or
The buyer has evaluated at least one line on the request. The Bid Tabulation Summary may or may
not be published for vendors to view

awarded The buyer has awarded at least one line item

no award The buyer has set all lines to no award or has set all previously awarded lines to no award without
awarding any lines

contact Contact the buyer for more information about the status of the request
buyer
canceled The buyer has canceled the request

Each row shows a single request with these columns:

e Request ID (includes link to request details and your responses)
e Request Title
e Received Date
e Response Due Date
e Bid Valid (number of days)
e Status (includes link to the Bid Tabulation Summary page)
e Responses Submitted (the number of responses submitted from all contacts at your
company)
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Bid Tabulation Summary Page

The Bid Tabulation Summary page is available after the Response Due Date of the request
has passed. To access this page, go to the Past Request List and click the link under the
Status column.

Welcome to Quick Quote

Past Request List

Current Request List

Past Request List
00-FAQH E' Use this page to view the history of Quick Quote Requests for which the response due date has passed.

QO - User Guide &
Vendor 00 Quick

or
Sulde & Number of Requests to show per page: |10  Search |

EVAODI 0009550 ntact Buyer Change 10/28/2009 10/28/2009 05:00 PH 30 [}
EVAOD1 00009543 o 10/16/2009 10/16/2009 03:00 AM 1 0
EVAODI 00009542 bid tab is published 10/16/2008 10/16/2008 03:00 AM 1 0
EVAD01 00009541 bids opened status becau: ard has been generated 10/16/2009 10/16/2009 03:00 AM 1 0
EVADDI 00009534 CcsPL-1120 10/13/2009 10/13/2008 06:00 PM 30 1
EVADD1 00009528 QQ 3-1/Step 18 10/12/2009 10/12/2008 02:00 PM 30 z
EVADD1 Q009514 Script 4-2: award (manual award checked) 10/07/2009 10/07/2008 02:00 PM 30 o
EVA001 Q009513 seript d 10/07/2008 10/07/2009 02:00 PM 30 0
EVADD1 Q009512 bids opened rated) 10/07/2008 10/07/2008 02:00 PM 30 1
EVAD01 Q009511 Seript 4-2: bids opened (published) 10/07/2009 10/07/2009 02:00 PM 30 o

The following page displays if the buyer has published the Bid Tabulation Summary and
there are responses from vendors.

Bid Tabulation Summary -

Past Request List Reguest ID: EVAD01_QQO09534 Status: bids opened
020 -FAQA Reguest Title: CSPL-1120 Issue Date: 10/13/2009

00 - User Guide & Buyer Agency: AL36VITA - Virginia Information Technalogy Agency - E2E Response Due Date/Time: 10/13/2009 06:00 PM
W%QQM Buyer Name: Candace Tannehill Bid Valid Days: 30
uide.
Buyer Email: system_test@hotmail.com Buyer Phone #: 703-267-8000

ITEM 1 Qty = 12, UOM = = Vegetables

Rainy Days, 12 ea $11.00 $132.00
Botanical Gardens. 12 ea $12.00 $144.00

ITEM 2 Qty = 3, UOM = e, Desc = Car Seats for Infants

Rai 3 e $13.00 $35.00
3 ea $21.00 $63.00

This page displays the most recent request status and information for each of the request
lines. Responses are grouped by Item ID and are sorted by Unit Price. Click the Download
Responses link to save a version of the Bid Tabulation Summary page to a Microsoft Excel
file.
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The message ¥*No Responses Received* displays if the buyer published the Bid
Tabulation Summary and there are no responses from vendors.

Bid Tabulation Summary

Current Reguest List
Fast Reguest List
00 - FAQ &

00 - User Guide &

Request ID: EVAOOL_QQO01131 Status: bids opened

Request Title: August Week 1.5 Issue Date: 08/01/2006
) E136WITA - Virginia Information Technology . |08/02/2006

Buyer Agency: Agency - E2E Response Due Date/Time: 13:00 BM

Buyer Name: E136 Admin Bid valid Days: 30

Buyer Email: eystemn_test@hotmail.com Buyer Phone #: 1234567891

* No Responses Received *

ES)

The message *No information is published by the buyer* displays if the buyer has not
published the Bid Tabulation Summary to vendors.

Bid Tabulation Summary | Close |
Current Reguest List
Past Request List Request ID: EVADO1_QQO01132 Status: closed
Qo -FAQ & Request Title: UAT Regression LA Issue Date: 08/02/2006
- i - - i ini i i -
00 - User Guide i Fiar AaEeE E;ii:’;T:&Ez\élrglma Information Technology Response Due Date/Time: ggfggfslaoﬁ
Buyer Name: E136 Admin Bid valid Days: 30
Buyer Email: system_test@hotmail.com Buyer Phone #: 1234567891
* No information is published by the buyer*
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View Comment

If a buyer publishes a comment for vendors to see, the View Comments button displays
on the Bid Tabulation Summary page. Click the View Comments button to access the View
Comments page.

Bid Tabulation Summary | Close |
Current Request List
Past Request List Request ID: EVAOD1_QQO001123 Status: bids cpened
Q0 - FAQ & Request Title: August Week 1 Issue Date: 03/01/2006

00 - User Guide & . E136WITA - Virginia Information Technology - |08/01/2006
Buyer Agency: Agenay - E2E Response Due Date/Time: 03:00 FM
Buyer Name: E136 Admin Bid valid Days: 30
Buyer Email: system_test@hotmail.com Buyer Phone #: 1234567891

Vo fomerts

ng The View Comments button will not display if the buyer did not publish any
comments.

Comments are displayed in ascending order by date and time. After a comment has been
published, the buyer has the option to withdraw the comment. If the comment is
withdrawn, it will no longer be available. Click the Close button to return to the Bid
Tabulation Summary page.

View Comments | Close |
Current Request List
e Remnsaliss ‘Comments

00 - FAQ &
: Date Created 08/07/2006 11:14 AM ET
00 - User Guide | * ;
User Guide & Date Published 08/07,/2006 11:14 am ET

Comment Type: Evaluation

The View Comment will appear on the
wendor's BTAS page when a buyer decides to
publish his comments.

+ Date Created 08/07/2006 03:07 PM ET
Date Published 08/07/2006 03:07 pm ET
Comment Type: Award
Second comment created to be published.

Version 7 Quick Quote Vendor User Guide (26-0004) Page 19
Contents subject to the copyright, use, and distribution clause on title page. 12/17/2009



